
	CROWN COMMERCIAL SERVICE
RM971: SUPPLY OF NON MEDICAL NON CLINICAL FRAMEWORK AGREEMENT

	TEMPORARY STAFF REQUEST FORM                

	REQUEST NUMBER:
	PROC.04.0111

	NAME OF AUTHORISED OFFICER:
	Emma-Jane Daly 

	CUSTOMER ORGANISATION NAME:
	Water Services Regulation Authority (Ofwat)

	JOB ROLE/TITLE:
	Interim Internal Communications Manager

	RM971 FRAMEWORK LOT
	Lot 4 – Corporate Functions (Discipline – Communications)

	AGENDA FOR CHANGE PAY BAND
	5 - 10

	AGENDA FOR CHANGE PAY POINT: 
(LOWEST WITHIN AFC PAY BAND UNLESS STATED)
	Point 26    

	DATE REQUIRED:
	As soon as possible 

	ANTICIPATED END DATE:
	Circa  31 August 2016

	HOURS/DAYS PER WEEK REQ'D:
	7.5 hour per day as per Framework Agreement

	ANY UNSOCIAL HOURS REQUIRED? (GIVE DETAIL)
	No

	[OUTSIDE 8AM TO 6PM MON TO FRIDAY]
	N/A

	FEE TYPE:
	1. Patient Facing
2. Non-Patient Facing (Disclosure) 
3. 
4. Non-Patient Facing (No Disclosure)

	DETAILS IF ROLE INVOLVES CHILDREN:
	Not applicable

	DBS REQUIRED?
	Security clearance required in the form of 

Baseline Personnel Security Standards verification which includes:

Verification Checks required                              
a)	Confirm that your company have verified the Identity of the proposed candidate
b)	Confirm that your company has verified the Nationality and Immigration Status of the proposed candidate? 
c)	Confirm that your company has verified the 3 years Employment history of the proposed candidate?
d)	Confirm whether or not the company has undertaken criminal records verification (Disclosure Scotland as the standard but would accept a high level such as SC level clearance) on the proposed candidate?
If awarded the Contract your company be required to supply evidence of Disclosure Scotland certificate.



	TAX ASSURANCE 


	We have undertaken a tax assessment (using the new HMRC tool) for the Interim Internal Communications Manager role. The outcome of the assessment is that the role should be classed as employed for tax purposes. Attached is a copy of the outcome. 



	REGULATED OR CONTROLLED ACTIVITY?
	No

	NAME OF PROFESSIONAL BODY IF REGISTRATION REQ'D:
	

	QUALIFICATIONS NECESSARY TO PERFORMANCE OF THE ROLE:
	None, unless specified in Tasks

	TRAINING ESSENTIAL TO PERFORMANCE OF THE ROLE:
	No

	SKILLS ESSENTIAL TO THE ROLE:
	See skills below

	REQ'D TO USE IT SYSTEM?
	Yes – General office Systems 
Such as Microsoft Office suite and relevant digital tools. Ofwat use SharePoint intranet and mailchimp emailer, but experience with similar products will be adequate. 



	HEALTH & SAFETY RISKS RELEVANT TO THE ROLE:
	General office safety

	KEY DELIVERABLES OF THE ROLE:
	Please see role description below

	ARE CVS REQ'D?
	CV are required, as soon as possible

Please email to:
Erica.williams@ofwat.gsi.gov.uk 



	ARE INTERVIEWS REQ'D?
	We are looking to hold interviews at our Birmingham office. I will confirm the interview date once it is confirmed internally.

Interviews will be up to 1 hour 15 mins and consist of face-to-face interviews covering competence and experience and circa 30 mins written exercise.  

  

	PERSON TO WHOM WORK-SEEKER SHOULD REPORT AT START:
	Emma-Jane Daly will be the line manager

	POST CODE OF LOCATION WITH REQUIREMENT:
	The main place for the work will be :

Water Services Regulation Authority 
Centre City Tower
7 Hill Street
Birmingham
B5 4UA

There will be travel as required to our London office which is currently anticipated to be once a month. Expenses for travel to London will be reimbursed via the agencies invoice.


	RM971 FRAMEWORK SUPPLIER
TO CONFIRM BOOKING BY COMPLETION OF ASSIGNMENT CHECKLIST


TEMPORARY WORKER REQUEST FORM

Tasks 
Interim Internal Communications Manager
Role Outline
Coordinate and deliver our day-to-day internal communications, organise internal events and campaigns, and develop new digital approaches to enable better communications and engagement for up to 250 staff members across two sites (Birmingham and London). 
Key Tasks
· Management of day-to-day digital channels, which includes a daily email briefing, and writing and editing intranet (SharePoint) news stories and blogs. 
· Organise and deliver monthly Director’s Briefing sessions for all staff (alternating video conference and tele conferences).
· Design, coordinate and deliver internal conference for all staff (delivered twice a year).
· Coordinating and executing monthly campaigns which will celebrate our people, focus on external activity in the water sector, and create a sense of excitement around housekeeping and compliance activity. 
· Working with key projects and programmes as our communications lead on change, embedding our values and culture, and organisational development, alongside internal governance and assurance activity. This includes creating and delivering communications plans and strategies, and measuring the efficacy of our activity. 
· Design and deliver a new regular digital newsletter.
· Support the development of a new intranet and ESN (likely to be SharePoint and Yammer respectively). 
· With all of the above activities, work collaboratively with our people, developing and nurturing relationships, and building a good understanding of the sector we work within. 
Skills Required
Critical:

· Experience of developing internal communications and engagement plans.
· Ability to translate complex policy and technical documents for an internal audience and to write in clear and accessible language.
· Ability to plan for and coordinate a large number of activities, events and tasks in any given time period.
· Demonstrable experience of leading projects to design new communications channels, including staff engagement activities and leading user testing.


Desirable:

· Some exposure to SharePoint intranet, mailchimp emailer, and Yammer ESN. 
· Experience of campaign management. 
· Experience of change management. 
· Experience of working in a regulated industry.
[bookmark: _GoBack]
